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Unit Information: Add Unit Information

Unit List Add Unit

1. From the Unit List page, click on the Add Units link. You will now be on the Add Unit page.
2. Enter information for the unit.
Note: Asterisks indicate required fields for completion.

3. Click on the Save button. The unit will now be added.
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Unit Information: Modify Unit Information

Unit List Unit Detalils

1. From the Unit List page, click on the specific Unit No. link that you want to modify. You will now be on the
Unit Details page.

Make any necessary changes to the unit information.

Click on the Save button. The modified information will be saved and the unit information will be updated.
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Data Transfer: Download Unit Collection Template

Data Transfer

1. From the Data Transfer page, select Select File Type from the dropdown menu. For the file type that you
want to download.

Follow the Windows instructions to save the file to a particular location.

The file will now be downloaded to that location.
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Data Transfer: Upload Unit Collection Template

Data Transfer

On the Data Transfer page, select the file you want to upload by clicking on the Browse button.
Follow the Windows instructions to select the particular file you want to upload.

Click on the Upload button.
The file will now be uploaded to the system.
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